C.I.C.L.E.
Managing Director
Job Description

POSITION DESCRIPTION
 
Under the direction of the Operating and Steering Committees, the Managing Director oversees all fundraising, programming, events, and advocacy efforts of C.I.C.L.E.,  and represents the organization to its constituency, partners, and to the community at large.  Annual salary: $30,000 to $35,000 + benefits, with opportunity to fundraise for additional compensation.
 
DUTIES AND RESPONSIBILITIES

Program Development and Management:

· Develop all logistics, outreach, and components of C.I.C.L.E.’s programs, which include:
· Education – classes for new riders and workshops on bicycle lifestyle
· Engagement – Urban Expedition monthly group rides, Bike Week Pasadena (annually in May), additional planned events
· Advocacy – ad hoc projects to support bike infrastructure investments and policy in the Los Angeles area
· Manage the design and content of the C.I.C.L.E. website (www.cicle.org)
· Create press releases and marketing materials to promote all of the organization’s activities
· Hire and manage class instructors and group ride leaders, including training program development

Administrative Oversight:

· Maintain organizational records such as mailing lists, list of program participants, list of donors, correspondence and public relations materials
· Assist with development and management of the organization’s budget in cooperation with C.I.C.L.E. Operating Committee 
· Oversee tax records, personnel records, insurance and contracts
· Oversee compliance with all nonprofit requirements

Development:

· Research and apply for relevant grants and funding opportunities
· Assist with fundraising events for the benefit of the organization
· Develop sponsorship relationships
· Develop and strengthen relationships with partner organizations
· Other duties as requested


Qualifications

· A degree from an accredited institution of higher education or equivalent experience
· Experience working with an organization that advocates for active transportation, or similar nonprofit  agency
· Ability to communicate effectively in oral and written forms
· Ability to work cooperatively with the organization’s staff and the community
· Strong organizational and computer skills (MSWord, Excel, and PowerPoint or Mac equivalents)
· Desired: Bicyclist, Bilingual (Spanish/English)

To apply for this position, please send a resume and cover letter to jobs@cicle.org. The position will remain open until filled, however the target hire date is mid-July 2010. Thank you for your interest!

Background

Cyclists Inciting Change thru Live Exchange (C.I.C.L.E.) is a Los Angeles-based nonprofit organization that works with individuals and communities to promote the bicycle as a viable, healthy, and sustainable transportation choice. C.I.C.L.E. projects include Bike Week Pasadena, lifestyle focused and skill-building safety workshops, and Urban Expeditions, a monthly, community-focused bicycle ride aimed at getting more people out of their cars and onto bikes. Visit us at www.CICLE.org
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